NC DEPARTMENT OF
HEALTH AND

HUMAN SERVICES

COVID-19 Vaccine Management System (CVMS) - Provider Portal

Offer Your Extra Vaccines Through Vaccine Marketplace Job Aid

If you have a surplus of COVID-19 vaccine doses, use the VACCINE MARKETPLACE in the CVMS Provider
Portal to directly coordinate with another provider and agree to transfer COVID-19 vaccine doses.

Please follow the instructions below to learn:

1  How to Offer Extra Vaccinges to Other ProVIErS.......ccccviiiiiicieeiiie it eeiee e eieeesiee e seeesvee e s 1
2 How to Post an Offer for your Extra Vaccines in the Vaccine Marketplace........ccccoecueeeiviieeiciieeeenneen. 4
3 HOW tO Transfer YOUIN INVENTOIY ..ccccuuiiiiciiie e ciee ettt eetee e e e tte e e e eate e e e e btee e esatee e eeaaaeeeenseeesenntaeeenasenas 5
4  How to Maintain your Offer Posted in the Vaccine Marketplace .......ccccooecuiieeeeiiecciiiieeee e 9

Only users with a HEALTHCARE LOCATION MANAGER profile can request doses from other healthcare
providers.

1 How to Offer Extra Vaccines to Other Providers

If you have a surplus of COVID-19 vaccine doses, first check if other providers in your area are looking
for COVID-19 vaccine doses. If you don’t find any, you can post a request on your own.

1. Navigate to the VACCINE MARKETPLACE tab in the CVMS Provider Portal

@ NCDHHS

& ) CVMS Provider Portal

Home: Recipient Appointments Locations. Bulk Registration Vaccine Inventory Vaccine Marketplace Shipments

You are currently logged in as RPA Loc 1

Switch Locations

Recipient Check-In Today's Appointments

You can check in a recipient by entering their appointment confirmation number into the box below TIME DETAILS CASE NUMBER LOCATION

Appointment Confirmation Number

No Appaintment Confirmation Number?
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2. Change the view to Seek Transfer Match — Wanted (Active)

% NCDHHS

CVMS Provider Portal

Recipient Appointments Locations Bulk Registration Vaccine Inventory

‘You can utilize Vaccine Marketplace to facilitate transfers with other enrolled providers in your area. If you need additional vaccines for your provider location, please utilize the ‘Seek
Transfer Match'’ to identify a location near you to facilitate a transfer. If you are looking to transfer out additional on-hand vaccine inventory, please utilize the ‘Seek Transfer Match’ to
document the amount of inventory you have on hand to transfer out. Please note, you will need to coordinate directly with the other provider to coordinate vaccine transport.

If no transfer is available to fulfill your provider location’s needs, please submit a vaccine allocation request through the NC DHHS Vaccination Allocation Request Form.

MNote there are several Seek Transfer 'List Views' available to help you filter by Request Type & Status. The 'My Seek Transfer Matches' can be used to view records you have created.
You can save your favorite view as your default by clicking the pin icon. You can modify your display between Table & Kanban view by clicking the grid icon.

Orders
All Imported (VTrcks) OrdeB ¥

s list... L~

al

Seek Transfer Match - All a StartD.. v | Number of Or... v | Created Date W

Seek Transfer Match - All (Active)

Seek Transfer Match - Extra (Active)

Seek Transfer Match - Wanted (Active)

3. Click on CITY or COUNTY to sort the records in the ascending or descending order by location,
and easily spot providers located nearby

NCDHHS

CVMS Provider Portal

Recipient Appointments Locations. Bulk Registration Vaccine Inventory Vaccine Marketplace

You can utilize Vaccine Marketplace to facilitate transfers with other enrolled providers in your area. If you need additional vaccines for your provider location, please utilize the ‘Seek Tra|
If you are looking to transfer out additional on-hand vaccine inventory, please utilize the ‘Seek Transfer Match’ te document the amount of inventory you have on hand to transfer out. |
provider to coordinate vaccine transport.

If no transfer is available to fulfill your provider location’s needs, please submit a vaccine allocation request through the NC DHHS Vaccination Aj

Note there are several Seek Transfer 'List Views' available to help you filter by Request Type & Status. The 'My Seek Transfer Matches' can be used to view records you have created. You ¢
“You can modify your display between Table & Kanban view by clicking the grid icon.

Orders
Seek Transfer Match - Wanted (Active) v #

o
2items » Sorted by County » Filtered by All orders - Status, Request Type, Order Record Type * Up Searchthis

Order Number v | Account Name County T~ | City vl Manufacturer “ | Br... v | D.. v | Created Date v | Last Modified D)

ORD-0017244 DoNotUse - NotRe... g City Pfizer-BioNte... 50 6/2/2021, 446 A... 6/2/2021,4:46 5

2 ORD-0017341 Training Team Vacci... Wake Raleigh Moderna 100 6/9/2021,8:54 PM 6/9/2021,8:54

COVID-19 Vaccine Management
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4. Select the Request that Match Your Needs by clicking on the ORDER NUMBER

Orders
Seek Transfer Match - Wanted (Active) »' ¥
by s, Request .
e Search this list. B = C 4 €Y
Order Number | Account Name v | county * v | cCity /| Manufacturer Vv | Brand Vv | D.. V| Creat
ORD-0017244 DoNotUse - NotRe... Stokes Big City Pfizer-BioNte... 50 6/2/2
eEEE——
2 ORD-0017341 Training Team Vacci.. Wake Raleigh Moderna moderna 100 6/9/2(
—

5. Review the inventory details, and contact the other provider directly using the HCP CONTACT
PHONE and HCP CONTACT EMAIL

@)NepHHs

Appointments Locations Bulk Registration Vaccine Inventory:

Order N "
ORD-0017342 B Clone
Training Team Vaccine Provider - Site 1 300

DETAILS RELATED

~ COVID-19 Vaccine Seek Transfer Match Instructions

hinstr

this is a request to seek a transfer match with other provider locations. Use this form toindicate if you have extra vaccine available for transfer to other
provider ons OR if you need additional vaccine at your lo n. This is NOT a request for State allocation and is intended to aid in communication and
coordination between provider loca hat outline how to use the Vaccine Marketplace:

this form to request ad transfer out inventory from your provider location.

2.Monitor the Vaccine Marketplace need, H .

Ot e e sordinate ranspor Vacnecannotbe ransartzduntl he anser n CYMS s appraved ~— Read the general instructions
4. Thepre ion trans a transfer in CVMS. Please see this user guide with exact instructions:
.ncdhhs gow/media/231
will review and approve the transfer request if it meets all requirements.

Dos: ial Reminder

Allinbound and outbound requests must be made in increments of doses available in full and unopened vials: 6 doses per vial for Pfizer, 10 doses per vial for Moderna,

5 doses per vial for Janssen (J&J). e
—_

~ Seek Transfer Match Details

nd Outbound)

Read the details provided by the other
provider

—

Raleigh

Additional Comments {Optional

v Additional Details if Extra (To Send Outbound)

Lot 1234567 -

) {195 MDV) COVID-19 Vaccine

Contact the other provider directly
using the HCP CONTACT PHONE and
HCP CONTACT EMAIL

COVID-19 Vaccine Management
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6. If you both agree on the conditions of transfer, you can initiate an Outbound Transfer (see the
second section of this document for detailed instructions).

OR

6. If no provider is looking for the type of COVID-19 vaccine product you are offering, post an extra
dose availability offer in the Vaccine Marketplace to let other providers know that you can support
them.

e Vaccine Marketplace

2 How to Post an Offer for your Extra Vaccines in

1. Navigate to the VACCINE MARKETPLACE tab in the CVMS Provider Portal
2. Click on NEW SEEK TRANSFER MATCH

@ NCDHHS

CVMS Provider Portal

Recipient Appointments Bulk Registration Vaccine Inventory Vaccine Marketplace Shipments

der location, please utilize the "Seek Transfer Match' to identify a lecation near you to facilitate atransfer,
entory you have on hand to transfer out. Please note, you will need to coordinate directly with the other

vour area. If you need additional vaccines for your p
e ‘Seek Transfer Match' to document the amount of
provider to coordinate vaccine transport.

You can utilize Vaccine Marketplace to facilitate transfers with other enrolled
If you are looking to transfer out additional on-hand vaccine inventory, please

If no transfer is available to fulfill your provider location's needs, please submit a vaccine allocation request through the NC DHHS Vaccination Allocation Request Form.

n be used to view records you have created. You can save your favorite view as your default by clicking the pin icon.

New Seek Transfer Match

e to help you filter by Request Type & Status. The My Seek Transfer Matches'
You can modify your display between Table & Kanban view by clicking the grid icon.

Note there are several Seek Transfer 'List Views' avail

Orders.

3. Complete the New Order: Seek Transfer Match form with the following details:

New Order: Seek Transfer Match

COVID-19 Vaccine Seek Transfer Match Instructions

ovider locations. U
need additional vac

is form to indicate if you have extra
yourlocation. Thisis NOT arequest

sarequestto
fortransfer to
nandis intended to ai ication and coordination bet
#wto use the Vaccine Marketplace:

er locations. Please see the steps

for State allo

transfer out inventory from your provider location.
eed,

2.Monitor the o
ler to coordinate transport. Vaceine cannot be transported until the

3.0nce amateh s identifie
transferin CVMSis approved.

4.The pr rin CVMS, Please see this user guide with exact

utbound requests must be made in incrementts of doses available in full and unopened vials: 6 doses per vial for
Pfizer, 10 doses per vial for Moderna, 5 doses per vial for Janssen (J&J)

Seek Transfer Match Details
“RequestType *Order start Date

tra (to Send Outbound) - 6/9/2021

Training Team Vaccine Provider - Site 1 Active
* Doses (Number *HCP Contact Name
400 Peter Pan

Additions] Comments (Optional)

There are 2 different lots available:
3 expi in July 15,2021 /100 doses
o hec30 2001

¢ Read the instructions at the top of window

¢ Request Type: select “Extra (to Send Outbound)”
e Order Start Date: enter today’s date

e Account Name: select your location account
name

o Status: select ACTIVE

e Doses: enter the number of doses you are
looking for

e HCP Contact Name/phone/email: who to
contact to agree on the transfer

e Additional Comments: be as detailed as
possible. For example, “These Extra doses of 400
doses are split over six separate inventories. Here
are the number of doses per lot and expiration
date: xxx — xx/xxxx”

COVID-19 Vaccine Management System
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Additional Details if Extra (To Send Outbound)

e Associated Vaccine Inventory: select the lot

B szesseso sz number you are offering. See previous slide if you
Additional Details if Wantad (To Raceiv Inbound) wish to submit multiple inventories of the same
. brand

Requesting Provider to check box below to confirr adherence to each requirement: eAdherence to all Requirements: read

requirements 1 and 2 and select the checkbox to
agree to them

e Click SAVE

4. |If alocal provider contacts you and you are in agreement with the conditions of transfer, you
can initiate an Outbound Transfer.

3 How to Transfer your Inventory

1. Navigate to the VACCINE INVENTORY tab in the CVMS Provider Portal and select the Vaccine
Inventory record from which the doses you have agreed to ship will come

@ Nchhks,

Recipient Appointments Locations. Bulk Registration Vaccine Inventory

Seanor type a barcode Insufficient Quantity Inbound Transfer ‘Qutbound Transfer

Vaccine Inventorfes

) All Vaccine Inventories v ¥

- « Filtered by All vaccine inventories s Updated a few seconds ago Search thislist. % @\ ¢ ¢ Y
AccountN... v | ProductName v | Usage (First.. v | To.. v | D v [Duw v | Bxw v | D v [lot | Status v | ExpirationD... v | DateReceived v | Created Date
ClinicLocation]  Janssen COVID...  First Doseonly(.. 100 98 2 0 4441241 53.. 3/5/20211053.. w
ClinicLocation] ~ Pfizer-BioNTec...  Second Doseorl.. 50 48 3 30 125 123 -
ClinicLocation]  Janssen COVID... eonly(. 300 293 7 0 Lot3321))  Availa 3/4/2021,206.. |w
ClinicLocation] PfzerBioNTec..  FirstDoseonly(.. 1000 976 24 0 1234325 Availsble  2/1/2022,12:00.. 2/21/2021,120.. 2/25/2021,100.. |w
Lot222 Delivery... ClinicLocationl Moderna(10M... First Doseonly(.. 1000 995 5 0 Lot222  Available  9/30/2021,120.. 3/8/2021,12:00.. 3/9/2021,11:36.. |w

COVID-19 Vaccine Management System
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2. Click on the RELATED tab then click NEW to create a new ORDER

ﬁ NCDHHS

o}/ CVMS Provider Portal

Recipient Appointments Bulk Registration Vaccine Inventory

Vaccine Inventory
Grace Pfizer Inventory Reque

TAILS RELATED

[ —— |
Orders (0)
—

Appointments (6+)

Appointment Contact Name Status Vaccine Status

3. Select TRANSFER OR REDISTRIBUTION, then click NEXT

New Order

Select arecord type

Seek Transfer Match

o E

COVID-19 Vaccine Management System
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4. Complete the TRANSFER OR REDISTRIBUTION form

Mew Order: Transfer or Redistribution

Read the general instructions

]

Complete Transfer Information:
e Account name: select your location
. name

e Vaccine Receiver: select the location
name receiving the transfer (use search
if necessary)

e Dose Transferred: enter the quantity

e Reason for request: refer to the
marketplace

a

J1

If the receiving location is not part of your

organization, also complete that section:

e Receiving Account name: enter again

- the location name receiving the transfer

e Location Street, city, zip code: enter
receiving location address information

e Receiving Location Primary Vaccine
Coordinator: enter contact name phone
and email address

\ Read and Select the ADHERENCE TO ALL
REQUIREMENTS checkbox

. n sz © Complete the shipment details later, only
s P when the shipment transport has been
approved and arranged (see step 9)

5. Review your form and click SAVE

6. NCDHHS will rapidly review the application and approve the transfer

COVID-19 Vaccine Management System
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7. You will receive an email notification indicating that the transfer request order has been
approved

[External] Sandbox: CDC COVID-19: Transfer/Redistribution Approved - 100 doses to Te...
NC CYMS <ncevms@dhhsnc.govs ) Reply | € Replyall | —> Forwerd
To Thu 2/11/2021

@ i there are problems with how this message is displayed, click here to view it in a web browser,
Hello
Your Transfer/Redistribution request has been approved. Please see below for details and send this as soon as possible.

Transfer/Redistribution Details:

+ Sending Location: Clinic ABC Loc 1

» Receiving Location: Test Location

+ Doses: 100

*  Vials: 20

+ Lot:509

o Vvaccine Product: Pfizer-BioNTech (5 doses/vial) (195 MDV) COVID-19 Vaccine

Need support? Submit your question to the help desk here: https://ncgov.servi ices.com/csm _vaccine.

Thank you, NC Department of Health and Human Services

Division of Public Health

N

e |

(2]

DEPARTMENT OF
ALTH AND
MAN SERVICES

I
cm

8. Prepare the transport of the transferred vials

Note: You can check the NCDHHS guidance for transport of COVID-19 vaccine at
https://covid19.ncdhhs.gov/media/3070/download?attachment.

9. Navigate back to the TRANSFER OR REDISTRIBUTION record on the RELATED tab of the VACCINE
INVENTORY record

53y NCDHHS

CVMS Provider Portal

ORD-0000271 -

DETAILS

~ COVID-19 Vaccine Redistribution/Transfer Request Form

fer of COVID-19

~ Transfer Information

~ Approval

e Enter the date and time
of the shipment

v Sending Location Details I
I >

o o e Sending Location
« System Information Comments: indicate
A D SR B et gt 1202310 4 transport details

10. Click SAVE

COVID-19 Vaccine Management System
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4 How to Maintain your Offer Posted in the Vaccine Marketplace

After 7 days, your post in the Vaccine Marketplace will expire. You can extend or close your post prior to
the seven days. After seven days, you can clone your form and post a new one with the same information.

1. Navigate to the VACCINE MARKETPLACE
tab in the CVMS Provider Portal

Provider Portal

@ NCDHHS

Home Reciplent

2. Change the view to MY SEEK TRANSFER
MATCHES

3. Open the request you wish to extend,
o P B 1K close, or clone

& I My Seek Transfer Matches v # I

D i

.1 Extend or Close your Post (if not expired)

4. Click on EDIT at the top right
NCDHHS corner of the screen

4/ CVMS Provider Portal

Redplent Appointments Locations Bulk Registration 5. To Extend the request: Update
v the ORDER START DATE to Today’s
oRp-oni7es o date to reinitiate the 7-day count-

Account Name Status anufacturer Dases (Number] dOWn
Training Team Vaccine Provider - Site 1 Active 300
6. To Close the request: update the

RELATED STATUS to Close/Inactive

~ COVID-19 Vaccine Seek Transfer Match Instructions

tch Instructions
is a reguest to seek a transfer match with other provider locations. Use this form to indicate if vou have extra vaccine available for 7, CI |Ck SAVE
transfer to other provider locations OR if you need additional vaccine at your location. This is NOT a request for State allocation and isintended to aid
incommunication and coordination between provider locations. Please see the steps below that outline how to use the Vaccine Marketplace:

1.Fill out this form to request additional inventory as transfer or to transfer out inventory from your provider location.

lace to identify a‘match’ for your need.

ork directly with the provider to coordinate transport. Vaccine cannot be transported until the transfer in CVMS is

vial for Maderna, 5 doses per vial for Janssen (J&J).
~ Seek Transfer Match Details

ype
Send Outbound)
Account Name

Training Team Vaccine Provider - Site 1

Daoses (Number) Status Indicator

COVID-19 Vaccine Management System
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@hicoHus 4. Click on CLONE at the top right corner of the screen

Home Recipiont

. | 5. Update the ORDER START DATE to Today’s date to
reinitiate the 7-day count-down

6. Update the Status to ACTIVE

+ COVID-12 Vaccine Seek Transfer Match Instructions

7. Update any other fields if necessary

 Seek Transfer Match Details

8. Click SAVE

]

If you have any questionsorissues, please go to theCVMS Help Desk Portal
at https://ncgov.servicenowservices.com/csm_vaccine and select the "Vaccine Provider" option to
submit your question or issue.

You can also call the COVID-19 Vaccine Provider Help Center at (877) 873-6247 and select option 1.
The COVID-19 Vaccine Provider Help Center is available during the following hours:

Monday to Friday: 7a.m.—7 p.m. ET

Saturday & Sunday: 10 a.m.—6 p.m. ET

Version 2 —June 22, 2021
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